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CORRESPONDENCE - GENERAT.

b. Transmittal Slip, Form No. 241 - This slip is used for trans-
mitting correspondence and other material within Headquarters

when only one addressee per document is involved.

DATE

TRANSMITTAL SLIP
T0:
ROOM NO. BUILDING
REMARKS
FROM:
ROOM NO., BUILDING EXTENSION
FORM NO. REPLACES FORM 36-8
i FEB 5% 2“' WHICH MAY BE USED. ta7)

- BAME SIZE AS SHOWN
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CORRESPONDENCE - GENERAL

c. Officlal Routing Slip, Form 237

Correspondence or other material routed in consecutive order to

two or more parties in Headquarters is transmitted by an Official

Routing Slip.

SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM

UNCLASSIFIED | [ CONFIDENTIAL | | SECRET

—CENTRALANFEEE IO ENCE-AGCENE Y2
OFFICIk\\L ROUTING SLIP

TO NAME AND AI‘DDRESS DATE INITIALS

4 /

-= ./

: /

ACTION ECT REPLY PREPARE REPLY
APPROVAL ISPATCH RECOMMENDATION
COMMENT /1 e RETURN
CONCURRENCE /| hrorRmaTION SIGNATURE
Remarks:
FOLD HERE TO RETURN TO SENDER
FROM: NAME, ADDRESS AND PHONE NO. DATE

[ UnCrAssSIFIED [ | CONFIDENTIAL | SECRET

o 237

(40)

Use previous editions
U.5 GOVERNMENT PRINTING OFFICE 1961 O—$872R2

ACTUAL SIZE - 5" x 8"
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d. Document Control, Form 238

This six-part form is designed to provide intraoffice mail con-

CORRESPONDENCE - GENERAL

25X1

trol when the volume of correspondence justifies using control measures.
Generally other transmittal or routing slips are unnecessary when this

form is used.

Sy @

PAPER PATENTED BY NCR CO. MC GREGOR & WERNER, INC., WASHINGTON 9, D.C. GP—40523

FORM NO. 2 REPLACES FORM 38.1 (18.40)

DOCUMENT CONTROL

1 MAY 56 WHICH i8S OBSOLETE
SEC. CL.| ORIGIN CONTROL NO.
DATE OF DOC. | DATE REC'D | DATE OUT SUSPENSE DATE | CROSS REFERENCE OR
POINT OF FILING
To B ol
FROM ROUTING bavE
SuUBJ. ENCE OR
ILING
.
SETF
NCE OR
ILING
DATE
. SENT
— lcE OR
G
COURIER NO. ANSWERED NO REPLY 1 -
DATE
 E— SENT
COUR —— CE OR
IER NO. ANSWERED NO REPLY [tNe
DATE
E— SENT
E OR
—— ke
COURIER NO. ANSWERED NO REPLY 3 [ |}
[aTE
— ENT
COURIER NO. ANSWERED NO REPLY 4 —
I
COURIER NO. ANSWERED NO REPLY 5 —
COURIER NO. ANSWERED NO REPLY 6

-63-
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Routing and Record Sheet, Form 610

CORRESPONDENCE - GENERAL

The extent of review and concurrence in offices through which

correspondence may pass is often indefinite. Therefore, for corre-

spondence of more than a routine nature, provision should be made for

extended routing.

Routing and Record Sheet serves this purpose. In

addition, it provides space for added comments and serves as a pro-
tective covering over the original.

INTERN
[J uNcLassiFiep [ [MTERNAL

ONLY

[] CONFIDENTIAL

[ SECRET

ROUTING AND RECORD SHEET

SUBJECT: {Optional)

FROM:; BAENSION | MO
TQ: (Offi d tion, r mber, ond
building) cor chtignation, room mumber. o Dare OFFICER'S COMMENTS (Numher ea mment to show from whom
SECEVED | FORWARDED INITALS o whom. Drow o line a eolumn ofter eath comment.}
[N :
—— -
. g
- N .
- _
&,
7.
8.
6 B
K8
12,
EN -
14.
1. _
FORM UsE_pRevioUs IN
ome 610 Moty SECRET [ CONFIDENTIAL INTERNAL [ UNCLASSIFIED

ACTUAL SIZE - 8" x 103"

-6l -
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25X1 CORRESPONDENCE - GENERAL

- f. Control and Cover Sheet for Top Secret, Form 26

The use of this form is mandatory. It shall be used as a cover
sheet for all correspondence classified Top Secret, and to record the
name of each person who sees the document. A Form 26 is prepared

and attached to each copy of Top Secret correspondence transmitted
within the Agency.

TOP_SECRET
UNCLASSIFIED when blank — TOP SECRET when sttached to Top Sacret D —_ do
to SECRET when flled in form is detached fram

CONTROL AND COVER SHEET FOR TOP SECRET DOCUMENT

DOCUMENT DESCRIPTION REGISTRY
SoURCE CIA CONTROL Na.
BOG. NO- DATE DOCUMENT RECEIVED

NUMEER OF ATTACHMENTS

ATTENTION: Tia jorm wiit be placed on topkof and attached to each Top Secrpf document received by ihe Centrol Intelligencs Agency
or classified Top Secret withtn ths CIA amd\will remsin ofteched to the dgfhment wnttl yuch time as it {3 downgraded, destroyed, or
transmitted outside of CIA, Access (o Top SeXet matier is itmited to Top Mecret Control personnel and those tnifviduals whose oficidl
duties releie to the matter. Top Secret Control\Offcers wha reczive und/gf releass the attached Top Secret materiat will algn this form
ons indicate pertad of custody in the left-hand\columns provided. Eagk’ individual who lees the Top Secrct document will sign and

REFERRED TO) RECE (VED \ AerEased SEEN BY
| orrice S IGNATURE oafe [ Tine YPoate | vime 8 1GNATURE GFFICE/DIV, | DATE

/
/
/
/
4

I S

NOTIGE OF DETACHMENT: When thlr form fs detached [rom Top Secret matertal tt shall be cormpleted {n the appropriats spaces delow
and transmitted to Central Top Secrst Comtrel jor record,

X / " nOWNGRADED I DESTROYED DISPATCHED (OUTSIDE CIA)
v To 18y (Sisnaturs) 10

Sv (Sidneture) WITNEBRED oY (Signatars) oV (Slanature)

orFice 0ATE oFF (cE ]\Mﬂ oFFICE oaTE

GROLP 1
Exclyded from utomotic tao1
downgrading and
declarsification

1T 26 wne recrioes catsons. ToP sscnn‘

. : ACTUAL SIZE - 8" x 103" EXHIBIT 14
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CORRESPONDENCE - GENERAL

g. Courler Receipt and Log Record, Form 240

A1l envelopes or packages containing material classified CONFIDEN-
TTAL and above, and transmitted pbetween buildings within or outside CIA,
are customarily accounted for by Courier's Receipts. Receipts are pre-
pared in an original and two copies. Copy one 1s inserted in window

pocket or securely attached to envelope or package wi

Copies 2 and 3 contain logging information for use by originator and
recipient. When log data has been added to the Courier Receipt, copy 3
shall be inserted inside the package to be delivered to the addressee.

The copy #3 becomes the log record in the

receiving office.

FROM

No.B

02221

DATE

TO: _—

OTHER

-

TYPE OF MATERIAL

| e e —
ENVELOPE (8)

PACKAGE (8)

A WINDOW POCKET.
SlGHATURE OF REGIFIENT (NOT INITIALS)

DATE AND TIME OF RECEIFT

'\} ForM 2 $Yo COURIER'S RECEIFT

ORIGINATOR: DO NOT COMPLETE THI8 COPY BELOW THIS LINE., REMOVE THI® caPY
IF LOG DATA 18 TO BE ADDED ON COPIES 2 AND 3., INSERT ONLY THIS COFY 1N
THE W{NDOW POCKET, OR ATTACH BECURELY TO ENVELOPE OR PACKAGE WITHOUT

|1

éggu—nw1hﬁﬁ

WHITE RECEIPT - FOR MATERIAL CLASSIFIED
CONFIDENTIAL OR SECRET

OFFICE SIGNATURES
' Symbal Recelpt No. PICKUP
COURIERS’ CLASSIFIED o SUBSHQUENT GOURESS
MAIL RECEIPT Date Time
g THIA DATE
18
TROM
3.
TYPE OF MATERIAL " 0 >
[ sente mnvetors 8.
[ searep pACKAGE s
[} LOCKED MAIL BAG 7.
CERTIFICATION OF GOOD CONDITION ls, |
S GNATGRES GONSTTUTE CRATIFICATION THAT MATERIAL INDICATED HEREON '8 7% —
S A 10D CONDITION UNLESS OTHERWISE NOTED O BACK OF THIS RECRIFE
1. SIGNATURE OF ORIGINAL COURIER Fiokup Dale ‘Pi.ckup Time BY Gigaature) \Duh Timo
& Neo. 1 ¥ 2400, 1 Apz 83 d 16—72080-1 o (25-33}
Porm No. 240@ 5K Aok are Sactete i

Form 240Oa (pink) is used for transmitt

-66-
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CORRESPONDENCE - GENERAL

h. Document Receipt, Form 615

A Document Receipt is required for all correspondence classified
SECRET transmitted outside CTA. Its use 1s optional for SECRET cor-
respondence transmitted within the Agency and CONFIDENTTAL material
forwarded outside CIA. Document Receipts are prepared in sn original
and one copy. The original is transmitted with the correspondence;
the copy is retained by the sender until the original bearing the
recipient's signature is returned. The copy is then destroyed.

CENTRAL INTELLIGENCE AGENCY NOTICE TO RECIPIENT COURIER REC. ND. DATE SENT
DOCUMENT RECEIPT Sign and Return as Shown on Reverse Side
SENDER OF DOCUMENT(S] ROOM BLDG, DATE DOCUMENT(S) SENT

DESCRIPTION OF DOCUMENT(S) SENT
DOCUMENT DATE DOCUMENT TITLE ATTACHMENTS CLASS

x’ﬁzscmsm

ADDRESS OF RECIPIENY SIGNATURE [ACKNOW[E'DJNG RECEIPT OF ABOVE DOCUMENT(S)}
P
OFFICE - DATE OF RECEPT
x’f
T(;f:' 6]5 USE PREVIOUS EDITIONS / {33)

- e, g

TO: CIA RECIPIENT

Place signed receipt in ou "going messender box for return to sender of document
through agency messenger;/service,
H

TO: NON-CIA RECIPIENT i

Place signed receipt in envelope and transmit

[ 1

CENTRAL INTELLIGENCE AGENCY
2430 E STREET Nw,
WASHINGTON 25, D.C, Stop 64

L _

L :

BACK
ACTUAL SIZE - 33" x 73" EXHIBIT 16
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1. Postage Slip, Form 239 *

A Postage Slip shall be completed and attached to each piece of
correspondence which will require specilal postage or handling. Envelopes
and labels which bear the penalty indicila may require additional postage
for special type services. In completing the Slip, indicate the type of
mailing service desired, and fill in each pertinent space except the box
marked "For Use by Central Mail Only." In addition, type the words "DO
NOT METER" if for security reasons the postage should not be affixed by

a postage meter.

NOTE: A single Postage Slip may be used to cover a group of letters if
each letter in the group requires only first class postage. For
such cases, type the word “yarious" in the addressee box on Form

.+~ 239, followed by the number of addressees in parentheses. Attach

a listing of these addresses.

Postage Slips wlll be required when the origlnator of registered cor-
respondence desires a Return Receipt Card for Registered Mall, Post

Office Form 3811l. v

il

AT

SEE INSTRUCTIONS ON REVERSE SIDE

THE

‘ REGISTERED
AIR SPECIAL FIRST . (RETURN RECEIPT
MAIL ELIVERY CLASS REGISTERED REQUESTED)

ATTACHED OFFICIAL MATERIAL REQUIRES Q‘STAGE FOR THE FQLLOWING PURPOSE:

, 3
PO?FAGE SLIP ;?TA/Wn &

PARCEL D OTHER
POST (EXPLAIN FULLY)

H
ADDRESS \L WEIGHT
SENDER / \

ADDRESSEE \ / FOR USE BY CENTRAL MAIL ONLY

POSTAGE

OFFICE AFFIXED

DATE TELEPHONE EXT:

es\

o 3511

SAME SIZE AS SHOWN

-68-
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CORRESPONDENCE - GENERAL

e ?

121.

¥

i
§

Envelopes and Labels

a. Types - Envelopes and labels used by the Agency fall into two

groups: Those that bear the penalty indicia and those that do
not., Penalty indicia (franked) envelopes and labels have printed
in the upper right corner the penalty clause "Penalty for Private
Use to Avoid Payment of Postage, $300." In addition, they bear
In the upper left corner various Agency return addresses. Of-
ficial mail (weighing four pounds or less) marked with penalty
indicis 1s transmitted without prepaid postage by means of the
facilities of the Post Office between polnts within the United
States, its Territories and possessions, and from points within
the United States to Canada, South and Central America, and
Caribbean Republics, except Argentina and Brazil,

The types of envelopes and labels avallable (irrespective of
Agency return addresses) are as follows:

PENALTY INDICIA

White envelopes, sizes 8 7/8" x 3 7/8" and 9 1/2" x 4 1/8"
White window envelope, size 8 7/8" x 3 7/8"

Kraft envelopes, various sizes from 9 1/2" x 6 1/2" through
16" x 12"

Label, gummed, size 5" x 3"

NONPENALTY
White envelopes, sizes 8 7/8" x 3 7/8" anda 9 1/2" x 4 1/8"
White envelope, Air Mail, colored border, size 9 1/2" x 4 1/8"
White window envelope, size 8 7/8" x 3 7/8"

Kraft envelopes, various sizes from 9 1/2" x 6 1/2" through
16" x 12"

CHAIN ENVELOPES

U. S. Government Messenger Envelope, Standard Form No. 65,
various sizes

-69-
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25X1 CORRESPONDENCE - GENERAL

CHAIN ENVELOPES (Continued) ; ’

Central Intelligence Agency Chain Envelope, sizes 10" x 15" and
9 1/2" x 12 1/2" -

Chain envelopes are designed for repeated use. In addressing

a chaln envelope, completely cross out previous names and ad-

dresses, and 1n the next unused frame insert the full address g!!;
of the recipient, including his office designation, building

designation, and room number. For economy, the use of chain

envelopes 1s encouraged.

b, Which Type to Use A

(1) Exhibit 18 shows the types of envelopes and labels to use.

Of necessity this guide 1s very general since security and

operational requirements will govern the use of certain

envelopes and labels. It is therefore recommended that the

guide be used 1n conjunction with current CIA Security

Regulations and specific office procedural issuances.

U:rS . Pssrnae SERVICE - ~

(2) The Post Office Department places severe restrictions on o

the use of penalty indicia envelopes and labels. Also,

economy dictates that they be used judiciously. Penalty

indicia envelopes and lebels therefore shall not be used

for:

(a) Personal correspondence and other unofficial material
even though a postage stamp 1s affixed over the penalty -
indicia clause. R

(b) Mail on which additional postage is required (air mail,

mail for foreign countries except as indicated in
Paragraph 121la and mail weighing more than four

pounds). -~

(c) Inner envelopes which transmit double-sealed classified

correspondence. )
(d) Meil conveyed through channels other thanaEegggﬁffiﬁé
)’

facilities (i.e., messenger, courier, etc.

In addition, do not affix franked laebels to envelopes bearing
the penalty indicia clause., | .

-70-
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NOTE:

govern the use of certain envelope
conjunction with current CIA Securit
formation obtainable from the Centra

This guide is very general

s and labels.
Regulations,
Mail Room.

since security and operational requirements will often
It is recommended that it be used in
specific office directives, and in-

| RETURN / S | . POSTAGE
TYPE OF MAILING OR USE PPDRESS TYPE OF ENVELOPE SLIP
cthl 1 ommr OR LABEL TO USE REQUIRED
or SSU
Inner envelope for the transmis— Nonpenalty No
sion of double—sealed classified
material
Within Headquarters Nonpenalty (CIA Chain, No
U. 8. Govt. Messenger, or
regular envelope, depend-
ing upon security re-—
quirements)
Inter—A ency'(Washington, D. C. Nonpenalty (U. S. Govt. No
area only) Messenger or regular
envelopes depending upon
security requirements)
Official mail, four pounds or X Penalty No
under, directed to addressees in
the continental U. S., U. S. Terd X Nonpenalty Yes
ritories and possessions Canada
Caribbean Republics, Central and
South America (except Argentina
and Brazil)
Official mail over four pounds X X Nonpenalty Yes
directed to addressees in the
continental U. S., U. 8. Terri-
tories and possessions, Canada,
Caribbean Republics, Central and-
South America (except Argentina
and Brazil)
Air Mail. X X Nonpenalty Yes
Special Delivery X Penalty Yes
. X Nonpenalty Yes
Registered Mail X Penalty (Nonwindow) Yes
X Nonpenalty (Nonwindow) Yes
Registered Mail - Return Receipt X Penalty (Nonwindow) Yes
Requested
X Nonpenalty (Nonwindow) Yes
EXHIBIT 18

TYPES OF PENALTY AND NONPENALTY ENVELOPES
AND LABELS FOR TRANSMITTING OFFICIAL MAIL

-7
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Section B. ADDRESSING MAIL

122. Addressing Envelopes for Transmittal Outside c1A

a. Address - In addressing an envelope, begin the typing at ap-
proximately one-half the depth and one-half the width of the
envelope. Single space the name and address in block style.
The envelope address will be the séme as the address on the
letter it carries.

b. Special Delivery and Reglstered Mail - If correspondence is to
Pe dispatched by special delivery or registered mail, type the
words "SPECTAL DELIVERY" or "REGISTERED MAIL" in all caps four
spaces above, and flush with, the address.

c. Air Mail - If correspondence 1s to be dispatched by air mail,
no special instructions are necessary provided an air-mail
envelope is used. If an air-mall envelope is not available,
use & plain white envelope without a penalty indicia. Type the
words "AIR MAIL" in all caps four spaces above, and flush with,
the address. !

123, Addressing Inter-Office Mall. The incorrect addressing of inter-
office mall results in transmission delays and places an unwar-
ranted burden on the courier-messenger service. Personnel forwarding
material shall ensure that addresses contaln the following informa-
tion:

a. Office of origin.

b. Office designation of addressee (position title or name way be
added if desired).

c. Building designation.

d. Room number.

Tn the few instances where it 1s necessary to expedite delivery, the
envelope or package may be marked "Direct Delivery" or "Delivery to

Addressee," in addition to information required in a. through 4.
above,

-72-
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Section C. ASSEMBLING AND FORWARDING CORRESPONDENCE

124k, Assembling Correspondence (Exhibit 19)

CORRESPONDENCE - GENERAL

a. Final responslbility for the correct assembly of correspondence
rests with the originator. Correspondence correctly assembled
will include the following items, as appropriate, in the sequence

indicated:

(1) Transmittal or routing slip, Routing and Record Sheet, or
Control and Cover Sheet, as appropriate. See Paragraph 120,

and accompanying exhibits.

Covinmy 2. [hpecyu tidnd ppnsonsd

(2) Brief fot the Director or Deputy Director of Central

Intelligence, if required.

(3) Original and courtesy copy, if any, clipped together.

(4) Addressed envelope for the original and courtesy copy,

with postage slip attached if required,

(5) Information coples for addressees outside CIA, with ad-
dressed envelope and completed postage slips attached, if

required,

(6) Information copies (or concurring officialg’ copies) for
distribution within the Agency, with addressed routing

slips attached if necessary.

(7) oOfficial file copy (¥ “tissue),

(8) oOriginal incoming correspondence, enclosures, etc., and any
other material to be attached to the official file copy as

part of the official file on the correspondence,

(9) Extra copy (or copies) for the Director or Deputy Director
of Central Intelligence. If the signing official is either
the DCI or DDCI and the official file copy 1s to be retained
at elther of these levels, prepare an additional Copy on
Plain white tissue. However, if the official file copy of
correspondence for their signature is to be retained at
another level, prepare two extra copies on plain white

tissue for the DCT or DDCI.

-73-
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CORRESPONDENCE - GENERAL

(10)

(11)

(12)

(13)

Alphabetical Name Index copy (plain pink tissue) if an
alphabetical cross-file is desired.

Return copy (if desired) with addressed routing slip for
its return. :

Reference material for return to reference sources.

"Hold Back" copy (if desired).

b. In addition to the foregoing:

(1)

(2)

(3)

(4)

(5)

(6)

(7)

The original and copies of each Top Secret document shall
be covered by a Control and Cover Sheet, Form No. 26. Lo

A completed Document Receipt will be attached to each
original or copy requiring a receipt in accordance with
current CIA Security Regulatlons.

Copies for distribution within the Agency will be desig-
nated by a check mark beside the office designations
indicated under "Distribution." If the distribution of
copies 1s within an office and such a means of indicating
digtribution is adequate for routing, routing slips need
not be attached to the coples.

Enclosures shall be attached by clips to the original or
copies transmitting then.

Assembly reference tabs (Exhibit 8) will be attached when-
ever their use will expedite the review and approval of
correspondence.

The completed assembly should include all necessary routing
slips, envelopes, receipts, and postage slips, properly
completed and attached to respective material.

Material shall be fastened together with paper clips and

made & part of the completed assembly by spring clips, if
necessary. Staples should be used with discretion, con-

sideration being given to the amount and type of handling
the correspondence may receive.

-Th-

'Approved For Release 200 X@ivaommiimmm®P74-00005R000200060009-8

sE_

25X1

-~



25X1

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200060009-8
Calehniiid

CORRESPONDENCE - GENERAL

(8) If 1t is anticipated that correspondence will receive con-
siderable handling, a backing sheet of bond paper or heavier
stock should be attached to protect the back pages.

125, Forwarding Correspondence

8.

Assembled correspondence will be forwarded through channels
prescribed by directives issued at office levels. Correspond=-
ence for the signature of either the Director or Deputy Director
of Central Intelligence will be forwarded through channels to
the Executive Registry. Only transmittal media complying with
the security requirements of current CIA Security Regulations
will be used.

Envelopes used in forwarding correspondence and other material
within the Agency shall be sealed only with string ties (U. S.
Government Messenger Envelopes), the gumming on envelope flaps,
and CIA gumed labels. Scotch tape or staples will not be used
to seal envelopes. In addition, extreme care should be exercised
when courler receipts and other slips are stapled to envelopes
containing material. Material should be free for removal and
should not be dameged by the penetration of staples,

-75-
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CORRESPONDENCE - GENERAL
(1) COMPONENTS OF THE ASSEMBLY
ﬁiégii KEY: Numbers in parentheses
OR denote sequence of
ROUTING arrangement of file.
SLIP .
% Denotes requirement
(%) //% only if correspond-
-~ ENVELOPE ence 1s prepared for
’ OREgR & (5) signature of either
. the DCI DDCI.
ROUTING AND RECORD COURTESY © o
SHEET (Form 610) Y
CONTROL AND COVER‘/ (5) ENVELOPES
SHEET {Form 26)

(6)

BRIEF FOR DCI OR DDCI

ORIGINAL AND COURTESY
COPY, CLIPPED TOGETHER

INFORMATION COPIES FORe
ADDRESSEES OUTSIDE CIA

INFORMATION COPIES FOR
DISTRIBUTION WITHIN CIA

(7} (8

(11)

(12)

OFFICIAL FILE COPY
(Yoddow Tissue)

ORIGINAL INCOMING
CORRESPONDENCE

COMPLETED ASSEMBLY

Bind with clips rather

than staples.

e

f |
I |
I l
|

! [

| [
|

P

|
IENVELOPESI |
m

EXTRA COPY {(OR COPIES) FOR
DCI OR DDCI (includes ER)

ATPHABETICAL NAME INDEX
(Pink crose-file, if desired)

RETURN COPY (If desired)

REFERENCE MATERIAL FOR
RETURN TO REFERENCE SOURCES

1 ' "HOLD BACK" COPY
(If desired)

(13)

Place envelopes vertically behind
original (end courtesy copy if there
"5 one) of each outgoing correspondence.

REFERENCE
TABS

EXHIBIT 19
CORRESPONDENCE ASSEMBLY

-76-
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Paragraph
A

Address, Forms of (Section Cleceeeeeuecrsrnranncoannes
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